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WHERE TO GO FOR HELP 



Reason 


Source 


Contact 


Micros System Down 


Micros 24 Hour Help Desk 


800-937-2211 


Micros Hardware Support and 


Micros 24 Hour Help Desk 


800-937-2211 


Repair 






Micros Hardware/Software 


Micros Help Desk Manager on Duty 


443-285-8184 


Support Escalation (if Micros 






dealer or help desk is not 






responsive) 






MyMicros Questions 


Micros 24 Hour Help Desk 


800-937-2211 


Bitlocker Error 


Marriott Service Desk 


240-632-6000 

• Option 4, 

• Option 1 (English), 

• Option 2 (Desktop Support) 


Accounting/Credit Card Questions 


Micros 24 Hour Help Desk 


800-937-2211 


Micros Training 


Training links/docs on MGS 


Search GPOS 


Micros Maintenance Contract 


Micros, Latoya Lambert 


443-285-6000 


Questions 






Micros Equipment Pricing and 
Purchasing 


Micros, Mike Crispin (sales rep) 


443-285-6611 


Micros Supplies 




www.Dosdepot.com 


Data Cabling 


Datatrend Technologies, Inc. 


952-931-1203 


Credit Card Processing Issues 


Merchant Link 


301-562-5001 



Micros Warranty Information 

All new Micros POS equipment is warranted for 1 year. During this time the equipment is covered for 
any hardware failure that is not a direct result of neglect or abuse. Service will be performed by your 
local Micros dealer, but the Micros Headquarters Help Desk MUST be contacted in order to place a 
service call. CALL THE MICROS HELP DESK AT 800-937-2211. 



Micros Simphony Service Information 

YOU MUST CONTACT THE MICROS 24 HOUR HELP DESK AT 800-937-2211 to place a hardware 
service call. The help desk will attempt to assist you by telephone. If they are unable to help, they will 
dispatch your local Micros dealer. PLEASE DO NOT CONTACT YOUR LOCAL MICROS DEALER 
DIRECTLY. 

A helpdesk "case" will be created for each call, and this case number is used to track service problems 
and research solutions. 



Micros Maintenance Agreement 

After the warranty expires on your Micros equipment you will be contacted by Micros to enroll in a 
Maintenance Service Agreement (MSA). The MSA covers repairs performed on covered equipment 
during the hours specified on the agreement. Your local Micros dealer can provide repair service at any 
time, but you will be charged regular service rates if repair is performed outside the MSA contract time. 
Remember that damage caused by abuse or neglect is NOT covered under the MSA. 
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Credit Card Encryption Devices 

The credit card encryption device attached to your Micros workstation takes the place of the card swipe 
built into the Micros workstation. The device is needed for credit card PCI requirements. Do not 
disconnect the encryption device. 

Uninterruptible Power Supply (UPS) and Line Conditioners 

The controlling Micros workstation must be connected to an uninterruptible power supply which 
conditions electric power and provides a constant electric supply to the unit. Additional Micros 
workstations should be connected to a power line conditioner. Failure to use the UPS and conditioners 
may void the Micros warranty. 
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QUICK REFERENCE OPERATIONS INSTRUCTIONS 



MICROS SIMPHONY FOR CFRST CASHIER 


nrriM m n\ a/ 

dLvjIN NbW 
CHECK 


1. Sign in with your ID card 

2. Enter the table number and touch [BEGIN NEW TABLE] 

3. Order items 

4- i oucn [z>ti\iuj to store cnecK 

-OR- Touch [PRINT CHECK] to print a copy of the check 
-OR- Touch [PAY] to close check 


o\cv i ip c\-\tc\s 
rlL-l\ Ur L,ntL-l\ 

(to add items 
or close check) 


1. jign in wnn your \u cara 

2. Touch [OPEN CHECKS] Touch the check to be picked up and [OK] 
-OR- Touch [PICK UP TABLE #] Enter table number and [OK] 
-OR- Touch [PICK UP CHECK #] Enter check number and [OK] 


VOID ITEM 


1. Touch item that you wish to void on check detail - it will highlight 

2. Touch [VOID] 

3 "Void Item 7 " - select Yes or No 


CHANGE FORCED 
MODIFIER 


1. Touch item that you wish to change on check detail - it will highlight 

2. On the left side of screen touch the modifier category to be changed (ie:TEMP) 

3. The modifier choices will appear - select the correct one 


CANCEL 
TRANSACTION 


1. Touch [CANCEL TRANS] 

2. "Void All Items and Cancel Transaction?" - select Yes or No 


DCDCAT 1 ACT 

KbrbA 1 LAb 1 
ORDER 


1. rick up check and touch [hUNL l lUNbj 

2. Touch [REPEAT ORDER] 

3. Touch items on check detail to be reordered 

4. Touch [REORDER] to reorder items 


SPLIT CHECK 

move items to 
separate checks 


1. Pick up check and touch [FUNCTION] and then [SPLIT CHECK] 

****a new check will appear - If additional checks are needed, touch [ADD CHECK] 

2. Highlight the item(s) to be moved to another check - then touch the other check 

3. Repeat step 2 as needed. When all splits are complete, touch [SAVE] 

4. bxitandbaver - answer [YbbJ Print checks r - answer [YbbJ or [NUJ 

5. Press [PRINT CHECK] or [SEND] to remove the final check from the screen 


SPLIT CHECK 
(SHARING) 

evenly divide 
checks, or 
divide items onto 
multiple checks 


1. Pick up check and touch [FUNCTION] and then [SPLIT CHECK] 

****a new check will appear - If additional checks are needed, touch [ADD CHECK] 

2. Highlight the item(s) to be shared and touch [SHARE ITEM] 

3. Select check(s) to share items, or [SELECT ALL] to share items on all checks 

4. Share Items? - answer [YES] 

5. Repeat step 2-4 as needed. When all shares are complete, touch [SAVE] 

6. "Exit and Save?" - answer [YES] "Print checks ?" - answer [YES] or [NO] 

7. Press [PRINT CHECK] or [SEND] to remove the final check from the screen 


ASSIGN AND 
UN-ASSIGN 
CASH DRAWER 


TO ASSIGN DRAWER IF DRAWER IS CURRENTLY NOT ASSIGNED 

Sign in / [FUNCTIONS] / ASSIGN DRAWER / Yes 
TO UN-ASSIGN DRAWER THAT IS ASSIGNED TO YOU 

Sign in / [FUNCTIONS] / UN-ASSIGN DRAWER / Yes / Swipe your card 
TO UN-ASSIGN DRAWER THAT IS ASSIGNED TO SOMEONE ELSE 

Sign in / [FUNCTIONS] / UN-ASSIGN DRAWER / Yes / Swipe your card 


INQUIRE 
guest name/ 
room number/ 
charge status 


1. Sign in with your ID card 

2. Touch [INQUIRE] [R] the room number [ENTER] 

if GUEST NAME followed by CA appears, guest can NOT charge to room 

if GUEST NAME followed by any other letters appears, guest CAN charge to room 
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MICROS SIMPHONY FOR CFRST CASHIER 


CASH PAYMENT 


1. Pick up check and touch [PAY] 

2. Enter amount of cash received and touch [CASH] (or use 'fast cash 1 buttons) 


ROOM CHARGE 


1. Pick up check and touch [PAY] 

2. Enter total amount to be charge to room, including tip 

3. Touch [ROOM CHARGE] and confirm tip amount 

4. Touch [R] the room number [ENTER] 

5. Confirm guest name and charge status (CA=cash only, OK=okto charge) 

6. Highlight or enter line number on which the guest name appears and touch 
[ENTER] 


HOUSE 
CHARGE 


1. Pick up check and touch [PAY] 

2. Enter total amount to be charge to account, including tip 
3 Touch [HOUSE CHARGE] and confirm tip amount 

4. Touch [F] the account number [ENTER] 


CREDIT CARD 
AUTHORIZE 
single card 


1. Pick up check and touch [PAY] 

2. Touch [CC BEGIN] 

3. Swipe Credit Card (or manually type in the card number and expiration date) 

4. After voucher prints, touch [DONE WITH AUTH] to clear the screen 


CREDIT CARD 
PAYMENT 
single card 


*****follow the CREDIT CARD AUTHORIZE steps first***** 

1. Pick up check and touch [PAY] 

2. Enter total amount to be charged to credit card, including tip 

3. Touch [CC CLOSE] and confirm tip amount 


MULTIPLE 
CREDIT CARDS 

Al ITU ADI7CT 

AU 1 HUKIZb 


1. Pick up check and touch [PAY] 

2. Enter amount for first credit card. Touch [CC BEGIN] and swipe card 

3. Repeat step 2 for each card 

4. After vouchers print, touch [DONE WITH AUTH] to clear the screen 


MULTIPLE 
LKbDI 1 LAKDb 
PAYMENT 


1. Pick up check and touch [PAY] 

2. Enter TOTAL (no tip) for first card & touch [CC CLOSE] 

3. Select correct card - then add tip and press [OK] 

4. For the last card, enterthe total including tip and then touch [CC CLOSE] 


MANUAL ROOM 
AND HUUbb 
CHARGES 


1. Pick up check. Touch [PAY] and then touch [OTHER PAYMENTS] 

2. Enterthe total amount to be charged, including tip 

3. Select the manual payment and follow the usual steps 


MANUAL 
CREDIT CARD 
AUTHORIZE (if 
Micros is offline) 


1. Contact credit card company for authorization code 

2. Pick up check. Touch [PAY] and then touch [OTHER PAYMENTS] 

3. Touch [MANUAL CC] and swipe credit card - then enter authorization code 

4. After voucher prints, touch [DONE WITH AUTH] to clear the screen 


t a i/r r Aruicn 

TAKE CASHIER 
REPORT 


1. Sign in with your ID card 

2. Touch [FUNCTIONS] 

3. Touch [EMPLOYEE FINANCIAL] 

4. Touch [RUN REPORT] 

5. Report will appear. Press [PRINT] to print a copy or [CLOSE] to clear screen 
NOTE - use these steps to run any report 
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TRANSFER 
CHECK 

TO ANOTHER 
EMPLOYEE 


1. Sign in employee that will RECEIVE the check 

2. Touch [FUNCTIONS] and then touch [TRANSFER CHECK #] 

3. Enter the Micros check number to be transferred and then touch [OK] 

4. Review the check information and touch [OK] 

5. Swipe manager card to authorize transfer. Check can now be printed or closed. 


ADJUST CLOSED 
CHECK (change 
tip and /or 
form of payment) 


1. Sign in employee that closed the check and touch [FUNCTIONS] 

2. Touch [ADJUST CLOSED CHECK] and swipe manager card to authorize 

3. Enter Micros check number to adjust and touch [OK]. Confirm and touch [OK] 

4. Highlight the payment on check detail and touch [VOID]. 

5. Touch [YES] to confirm. Note that any charged tip will also void. 

6. Touch [PAY] and close check to correct payment and tip. 


RUN FINANCIAL 
REPORT FOR A 
CASHIER 


1. Sign in with your manager ID card and touch [MANAGER] 

2. Touch [EMPLOYEE FINANCIAL] 

3. Select the Revenue Center, Employee and Timeframe (on left side of screen) 

4. Touch [RUN REPORT] (at bottom). Report will appear on screen 

5. Touch [PRINT] to print report, or [CLOSE] to clear screen 


RUN OTHER 
REPORTS 


1. Sign in with your manager ID card and touch [MANAGER] 

2. Touch the report you wish to run 

3. Select options needed (on left side of screen) 

4. Touch [RUN REPORT] (at bottom). Report will appear on screen 

5. Touch [PRINT] to print report, or [CLOSE] to clear screen 


ASSIGN A 
MICROS 
CARD TO AN 
EMPLOYEE 


1. Sign in with your manager ID card and touch [MANAGER] 

2. Touch [ASSIGN EMPLOYEE ID] 

3. Select employee name from the list and highlight. Touch [EDIT] 

4. "Assign Employee ID" will display. Swipe new Micros card and press [OK] 


EMPLOYEE 
TRAINING MODE 


1. Sign in with your manager ID card and touch [MANAGER] 

2. Touch [EMPLOYEE TRAINING MODE] 

3. Check the box next to the employee to be placed in training mode 

4. Touch [SAVE] 

5. To place employee back in regular mode, repeat steps and un-check box 
NOTE: in training mode kitchen printers will not print, cash drawer will not open, 
report totals will not accumulate 


CHANGE A 
MENU 
ITEM PRICE 


1. Sign in with your manager ID card and touch [MANAGER] 

2. Touch [MENU ITEM EDIT] 

3. Highlight the menu item to change from the list (use filters to help find item) 

4. Touch [EDIT] (bottom of screen) and then touch [PRICES] (top of screen) 

5. Enter the new price. Touch [DONE] when complete 
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NOTE: Edited items will no longer receive central price updates 


ADD ANEW 
EMPLOYEE IN 
SIMPHONY EMC 


Please reference "Add New Employee Using Existing Employees" on page 37 of 
this document for more information. 
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CREDIT CARDS 
Swipe Failure 

Reasons a credit card might fail: 

• Credit card cannot be swiped 

• Manual credit card entry is not possible because there is no credit card swipe device 

• The device is not working properly 

Options to resolve: 

• Ask the guest for different payment (credit card or cash), or 

• Perform a room charge to a FOSSE house account and post the credit card in FOSSE as 
described below. 

Ask a front desk associate to use the F6=Walkin option from the Guest Home Screen to open a house 
account folio (HSE). Enter the guests' name, swipe the card into the payment type field (PmtTp), and 
use room number MGR. 



= Guest Detai 1 - i/H 10224 » F5 = 
Lst Name: lastname 

First: firstname entry: us 
Address: 
Cty/Regn: 

st/Prov: postal: 
company: 

Phone: t/p: x 



Account Detail » F5 

pmt Tp: vixxxxxxxxxxxx/0815 

Gtd: G Adv Dep 

DB Id: TA/whl: 



Rewarding welcome » F5 ^=^= 
MR#: Gift: N/A 

Repeat: N 



= Room/stay Detail » F5 Itinerary ^^^^^^^^^^^=^^^^^^^^^^^= 

Arr: 02/24/14 Mo #Nght: 1 #Rms: Rt Pgm: HSEA Armi: 12:59pm conf: N 

Dep: 02/25/14 Tu #Adlt: Rm Tp: hse Rate: Req: 

Rm#: MGR 



= Email /Notes » F5 
Email: 
Notel: 



Hskpng shr Rnrrr chgHst 



Then, close the Simphony ticket using a room charge to the new folio and ask the front desk associate 
to check the folio out. The printed folio can be given to the guest as a receipt. 



Using a pinpad instead of swipe: 



• To enter the card number using the pinpad instead of the swipe, you must first press "X" on the 
pinpad 
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Issue Refunds 

i. Begin new check 
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5. The check will automatically close and print three receipts: one CC slip for the guest to sign, one 
CC slip for the guest to keep, and a closed itemized check. 
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Canceling Credit Card Authorization Requests via the MagTek Swip Device 

In the situation where a credit card authorization needs to be canceled, be sure to cancel the request via 
the MagTek swipe device. 

When a credit card is swiped on the MagTek device, the Simphony application will pause, awaiting a 
response from the MagTek device. If the operator determines the credit card authorization request 
must be canceled (i.e. no response is being returned via the swipe device), the transaction must be 
canceled via the MagTek device. On the device, press the Red X button twice. The MagTek device will 
then send a message back to the workstation and operations can resume. 

If the above process is not followed and the user tries to resume operations on the workstation, an error 
will appear asking the user to 'wait' or 'cancel 7 . If the user chooses 'cancel', the Simphony application 
will close, resulting in a black screen on the workstation. If this occurs, the workstation must be 
rebooted. To reboot, press the button on the lower right corner of the workstation one time (do not 
hold the button down). 
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ROOM CHARGES 
Restarting FOSSE Interface 

If FOSSE Room Inquiries, Room Charges, and House Charges are failing in Simphony, properties should 
attempt to restart the Room Charge Interface to see if that resolves the issue. Follow the steps below 
to restart the Room Charge Interface. This task would likely need to be performed by the Front Desk. 



1. From the Home Screen, Press the F8 key, select SYSTEMS MANAGEMENT, and then 
INTERFACES 



i Fosse via Telnet - SecureCRT 



File Edit View Options Transfer Script Tools VVindov,' Help 



srvl I office! 



3 office I 



Room gt 



Systems Management 



ystems Support»> 
Shutdown/Reboot System 
Setup cptions»> 
Practice Property 



System Support 
1-240-632-6000 

JM OAKLAND AIRPORT (OAKAP) ^^^^^=^^^^=^^^^^^^^^^^= 
Thu Nov 01 2007 TAB=Backup F2=Email F3=Srv Req F6=Walkin F7=New Res ! =Home 

EN F5=Logoff 



Avaya C... '. J t Agent G... 



ssh2: AES-12 5, 49 25 Rows, 30 Cols WYSE60 



HeTrack-... C5 2 Micr... - * H *' M L *7 6:30 PM 
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2. Under INTERFACES, select DISPLAY INTERFACE STATUS 



§ Fosse via Telnet - SecureCRT 



File Edit View Options Transfer Script Tools Window Help 

j a « m 1 3a e <^ l ^ # es* 5§ t $ i m 



I srvl iFofficel 



office! 



Room gt 



l= Systems Management = 
= Interfaces = 
Movie Posting Report 
Temperature Control - Room Reset 
Temperature control - Change Room Status 
voice Mail»> 
Call Accounting»> 
In-Room Bar»> 



System Support 
1-240-632-6000 

= JM OAKLAND AIRPORT (OAKAP) =^^^^^^^^^^^=^^^^^^^^^^^= 
Ttiu Nov 01 2007 TAB=Backup F2=Email F3=Srv Req F6^tfalkin F7=New Res I =Home 

F5=Logoff 



Ready 










[ssh2: AES-12 


12, 30 | 25 Rows, 80 Cols^ |WYSE60 | [NUM 


start 


' - E E Inbox - ... 


m 2 Sec... - 


[fjAvayaC... 


Cf Agent G... 


3 eTrack-... 


Ej2Micr... - '< E **" k J 6:32 PM 



3. Press F2 to STOP the INTERFACE 



Ifin Fosse via Telnet - SecureCRT 




File Edit View Options Transfer Script Tools Window Help 


IgQI^li & f 1 ? 1 H 


JM - OAKLAND AIRPORT (OAKAP) 




Ttiu Nov 01 2007 Ghost Task Interface 


03:33 PM 





Task Description Port State Activity 

1 TMICROS Micros3700 Interface 5009 Started Nov 01 15:29:56 

Msgs : In Use - Did not post to folio»> Heartb 



2 TSPECTRA OCV Multi Interface 

Msgs : No Activity 

3 TSTSN STSN_Internet_Service 

Msgs : No Activity 

4 TVOICE Optionll.Voicemail 

Msgs : Voice Mail Polling 

5 TXPRICE XETA_CallAcct 

Msgs : No Activity 



ttynld Started Nov 01 15:33:19 

ttynlc Started Nov 01 15:32:47 

ttynlb Started Nov 01 15:30:57 

ttynla Started Nov 01 15:32:53 



=Refresh Fl=Start Tasks 



_=Stop Tasks 

|Bright Tasks are started, Dim Tasks are released 



=Maintenance F =Exit 



E E Inbox - 



Hi 2 Sec... - m Avaya C... 



ssh2: AES-12 23, 69 25 Rows, 80 Cols VVYSE60 



3 eTrack-... E3 2 Micr... ' '< E Si -7 6:33 PM 
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4. Type the interface number to stop. (In this example it is task number 1) 



1 Fosse via Telnet - SecureCRT 



File Edit View Options Transfer Script Tools Window Help 



Thu Nov 01 2007 



JM - OAKLAND AIRPORT (OAKAP) 

Ghost Task Interface 



03:34 PM 



u 



Task Description Port State 

Q TMICROS Micros3700 Interface 5009 Started 

Msgs : In Use - Did not post to folio»> Heartb 

2 TSPECTRA OCV Multi Interface ttynld Started 

Msgs : No Activity 

3 TSTSN STSN_Internet_Service ttynlc Started 

Msgs : No Activity 

4 TVOICE Optionll_Voicemail ttynlb Started 
Msgs : Voice Mail Polling 



Activity 

Slov 01 15:29:56 



5 TXPRICE XETA_CallAcct 
Msgs : No Activity 



ttynld Started Nov 01 15:34:10 

ttynlc Started Nov 01 15:34:14 

ttynlb Started Nov 01 15:34:17 

ttynla Started Nov 01 15:33:54 



Enter Line # of task to stop. A^All CR=Exit : 1 



ssh2: AES-12 23, 49 25 ROWS, 80 Cols WYSE60 | |NUM 



Avaya C... . Agent G... 3eTrack-... E3 2 Micr... 



Press Enter until it is in the stopped status 


m Fosse via Telnet - SecureCRT 


EMS 


File Edit View Options Transfer Script Tools Window Help 




JM - OAKLAND AIRPORT (OAKAP) 
Ttiu Nov 01 2007 Ghost Task Interface 


03:36 PM 


Task Description Port State 


Activity 



1 TMICROS 

Msgs : 

2 TSPECTRA 

Msgs : 

3 TSTSN 

Msgs : 

4 TVOICE 

Msgs : 

5 TXPRICE 

Msgs : 



Micros3700 Interface 5009 Stopped Nov 01 15:34:57 

In Use - Did not post to folio»> Heartb 



OCV Multi Interface 
No Activity 
STSN_Internet_Servi ce 
No Activity 
Optionll_Voicemail 
Voice Mail Polling 
XET/LCallAcct 
No Activity 



ttynld Started Nov 01 15:36:00 

ttynlc Started Nov 01 15:35:40 

ttynlb Started Nov 01 15:34:17 

ttynla Started Nov 01 15:35:55 



=Refresh Fl=Start Tasks F2=Stop Tasks 1=Maintenance F4=Exit 




s§ 2 Sec... " | ffl Avaya C. 



ssh2: AES-12 23, 69 25 Rows, 80 Cols WYSE60 | |NUM 



leTrack-... E3 2 Micr... - « B *1m £g „7 6:36 PM 
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6. To re-start the interface, press Fi 



Si Fosse via Telnet - SecureCRT 



File Edit View Options Transfer Script Tools Window Help 

%@Cl| [ a i 34|d , &f|?|e 



U 



Ttiu Nov 01 2007 



OAKLAND AIRPORT (OAKAP) 

Ghost Task Interface 



03:37 PM 



Task 


Description 


Port 


State 


Activity 


1 TMICROS 


Micros3700 Interface 


5009 


Stopped 


Nov 01 15:34:57 


Msgs : 


In Use - Did not post 


to folio»> Heartb 




2 TSPECTRA 


OCV Multi Interface 


ttynld 


Started 


Nov 01 15:37:30 


Msgs : 


No Activity 






3 TSTSN 


STSN_Internet_Servi ce 


ttynlc 


Started 


Nov 01 15:37:07 


Msgs : 


No Activity 








4 TVOICE 


Optionll_Voicemail 


ttynlb 


Started 


Nov 01 15:34:17 


Msgs : 


Voice Mail Polling 






5 TXPRICE 


XETA_CallAcct 


ttynla 


Started 


Nov 01 15:36:55 


Msgs : 


No Activity 







=Refresh 



jFl=Start TasksL 
|Bright Talks are started, Dim Tasks~are released 



Stop Tasks ^Maintenance F4=Exit : 




ssh2: AES-12 23, 69 25 ROWS, 80 Cols WYSE60 



7. Enter the task number to restart 



Ifin Fosse via Telnet - SecureCRT 






File Edit View Option 


s Transfer Script Tools Window Help 










JM - OAKLAND AIRPORT (OAKAP) 






Ttiu Nov 01 2007 Ghost Task Interface 




03:38 PM 


Task 


Description Port State 


Activity 




"miCROS 


Micros3700 Interface 5009 Stopped 


Nov 01 15: 


34:57 


Msgs : 


In Use - Did not post to folio»> Heartb 






2 TSPECTRA 


OCV Multi Interface ttynld Started 


Nov 01 15: 


38:00 


Msgs : 


No Activity 






3 TSTSN 


STSN_Internet_Service ttynlc Started 


Nov 01 15: 


37:50 


Msgs : 


No Activity 






4 TVOICE 


Optionll_Voicemail ttynlb Started 


Nov 01 15: 


34:17 


Msgs : 


Voice Mail Polling 






5 TXPRICE 


XET/LCallAcct ttynla Started 


Nov 01 15: 


37:56 


Msgs : 


No Activity 






Enter Line # 


of task to start =All i =Exit : 1 






| •'; start 


ssh2: AES-12 23, 49 25 Rows, 80 Cols WYSE60 NUM 
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8. Hit enter until the status is started 



\m Fosse via Telnet - SecureCRT 






EMM 


File Edit View Options Transfer Script Tools Window Help 


j sj & & 1 * e 












JM - OAKLAND AIRPORT (OAKAP) 






Ttiu Nov 01 2007 Ghost Task Interface 




03:40 PM 


Task 


Description 


Port State 


Activity 




1 TMICROS 


Micros3700 Interface 


5009 Started 


Nov 01 15: 


39:51 


Msgs : 


Starting 








2 TSPECTRA 


OCV Multi Interface 


ttynld Started 


Nov 01 15: 


40:10 


Msgs : 


No Activity 






3 TSTSN 


STSN_Internet_Service 


ttynlc Started 


Nov 01 15: 


39:59 


Msgs : 


No Activity 








4 TVOICE 


Optionll_Voicemail 


ttynlb Started 


Nov 01 15: 


39:18 


Msgs : 


Voice Mail Polling 






5 TXPRICE 


XET/LCallAcct 


ttynla Started 


Nov 01 15: 


39:56 


Msgs : 


No Activity 








=Ref resh 


Fl=Start Tasks F2=Stop 


Tasks Maintenance 


F4=Exit : 




iBright Tasks are started, Dim Tasks 


are released^ 
















Ready 




ssh2: AES-12 23, 69 25 Rows, 80 Cols WYSE60 NUM 


| ; start 


- E B Inbox-... lg2Sec... "fl 


D Avaya C... C( Agent G... 3 eTrack 


E 2 Mkar... » 


'< E *1m --,»-$■■ U 6:40 PM | 



9. After it has started, hit the F4 key to exit Ghost task, then F8 to go back to home screen 



Isn Fosse via Telnet - SecureCRT 1 


File Edit Viev.' Options Transfer Script Tools Window Help 


j a » m i % 


o, m i \ f \m 












JM - OAKLAND AIRPORT (OAKAP) 






Ttiu Nov 01 


2007 Ghost Task Interface 




03:41 PM 


Task 


Description 


Port 


State 


Activity 




1 TMICROS 


Micros3700 Interface 


5009 


Started 


Nov 01 15: 


40:20 


Msgs 


: »> Heartb 










2 TSPECTRA 


OCV Multi Interface 


ttynld 


Started 


Nov 01 15: 


:41:31 


Msgs 


: No Activity 








3 TSTSN 


STSN_Internet_Service 


ttynlc 


Started 


Nov 01 15: 


:41:26 


Msgs 


: No Activity 










4 TVOICE 


Optionll_Voicemail 


ttynlb 


Started 


Nov 01 15: 


: 39:18 


Msgs 


: Voice Mail Polling 








5 TXPRICE 


XET/LCallAcct 


ttynla 


Started 


Nov 01 15: 


: 40:57 


Msgs 


: No Activity 










CR=Refresh 


Fl=Start Tasks F2=Stop 


Tasks M=Maintenance 






B r i ght Tasks are started, Dim Tasks 


are released 




















Ready 






ssh2: AES-12 23, 69 25 Rows, 80 Cols VVYSE60 | |NUM 


| start 


E E Inbox-... si 2 Sec... \ 


U Avaya C... C( Agent G... 3 eTrack 


riS 2 Micr... » 


'< E* 1m « -T 6:41PM | 
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NIGHT AUDIT PROCESSES 
What's New with Simphony? 

• There is no longer a need to "close" the day in the system prior to night audit processing. The 
day is instead "closed" by Simphony automatically at a specific time. Marriott has designated 
1:55 AM local time as the "close." 

• Credit Card transactions no longer flow through FOSSE. They are authorized at the time of 
transaction and settled by the processor so the Credit Card menu option is no longer in FOSSE. 



Simphony Night Audit Process 

• To allow time for processing, do not begin the night audit process until 50 minutes after your end of 
daytime, i.e. 2:45 am. 

• To be sure that your file is available for processing before you begin the night audit process, it is 
recommended that you first check the Import/Export log in myMicros as follow: 

1. Login to MyMicros 

2. Select Reports/More Reports 

3. Select Import Export/Import Export Log 

4. Select Business Date 

5. Select Location 

6. Click Run 

• Locate the FOSSE entry for the business date you are looking to process. The transfer system 
should have the file to your site within 5-10 minutes after the time it shows on this report. 



f Modify Report f Preferences j f Favorite | Q K g\ 



• Logout 

• myPage 

• Welcome! 



• More Reports... 

• Daily Ops (L&E) 

• Today's Ops (L&E) 

• Interactive Reports 

• Day Part Ops L&E 



• Business Dates • Locations 

Power Selection w JAXJV Courtyard Jacksonville Bea ▼ 
>> Run Report Cancel 



> Import Export Log 



Marriott 
International 

JAXJV Courtyard 
Jacksonville Bea 
JAXJV Courtyard 



Jacksonville Bea 
JAXJV Courtyard 
Jacksonville Bea 
JAXJV Courtyard 
Jacksonville Bea 
JAXJV Courtyard 
Jacksonville Bea 
JAXJV Courtyard 
Jacksonville Bea 
JAXJV Courtyard 
Jacksonville Bea 
JAXJV Courtyard 
Jacksonville Bea 



4/14/2014 
4/14/2014 
4/14/2014 
4/15/2014 
4/15/2014 
4/15/2014 
4/16/2014 
4/16/2014 
4/16/2014 
4/16/2014 



FlashExport 

GLExport 

FOSSE 

FOSSE 

FlashExport 

GLExpcri 

FlashExport 

GuestMetrics 

GLExport 

FOSSE 



Import Export Log 



4/15/2014 6:00 AM 
4/15/2014 6:10 AM 
4/15/2014 2:00 AM 
4/16/2014 2:00 AM 
4/16/2014 6:01 AM 
4/16/2014 6:10 AM 
4/17/2014 6:00 AM 
4/17/2014 4:21 PM 
4/17/2014 6:10 AM 
4/17/2014 2:00 AM 



EC J 
EOD 
EOD 
EOD 
EOD 

eg:; 

EDO 

eg;; 
egg 



sFTP Transfe 
sFTP Transfe 
sFTP Transfe 
sFTP Transfe 
sFTP Transfe 
sFTP Transfe 
sFTP Transfe 
eMail Transfe 
sFTP Transfe 
sFTP Transfer 



CYP.FB.XMITV001.D140414 

GLExport_JAXJV_041414.zip 

POS_ftp. 140414_JAXJV 

POS_ftp.l40415_JAXJ, 

CYP.FB.XMITV001.D140415 

GLExport_JAXJV_041514.zip 

CYP.FB.XMITV001.D140416 

GuestMetrics_JAXJV_041614.zip 

GLExport_JAXJV_041614.zip 

POS_ftp. 1404 16_JAXJV 



172.21.201.51 

172.21.201.51 

172.21.201.51 

172.21.201.51 

172.21.201.51 

172.21.201.51 

172.21.201.51 

eyoung@micros. 

172.21.201.51 

172.21.201.51 



• Please call Micros support at i-8oo-g^7-22ii for assistance if more than an hour has passed since 
your end of day and the import export report does not show a FOSSE entry. 

• Once you confirm your file is available for processing, start the audit process in FOSSE as follows: 

1. Log into FOSSE and select the Audit Tab 

2. Select the POS MICROS Polling Printout/Update menu option 

3. Select Backup Property Files 

4. Select Process Night Audit Reports (One Button) 
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To avoid daily variances please follow these important guidelines: 

1. Close all open checks in the system at least 10 minutes before your end of day time. 

2. If there are still checks open at your end of day time, do not close them . Leave them open until 
the following day at which time you may close them. 

3. Do not void checks from a previous day. Instead close out the check to cash. Then ring up a 
negative check for the same amount and close it out to cash. 

If there are any variances: 

• Contact the FOSSE Help Desk (240-632-6000) for the Code of the Day in order to proceed with 
the night audit process. 

• Follow the Entering GL Reports Manually into FOSSE section of this guide. 
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Entering GL Reports Manually into FOSSE 



Support 


Contact 


File missing on FOSSE to Process 


Micros - 800-937-2211 


Questions running report on MyMicros 


Micros - 800-937-2211 


Questions on doing a Manual Poll on FOSSE 


240-632-6000 option i, option 2 



1. Open the MICROS Manual Poll Sheet 

2. Log-in to MyMICROS and Request a Accounting Interface report 

3. Look up the Charge code in Daily Ops report and match it to the Charge Code in the Manual 
Poll Sheet. NOTE: If the Accounting Interface report balances you will only need to use the 
Manual Poll to calculate the statistical information. 



Accounting Interface and Interface Error Report 



Locations 
Business Dates 



0010 
0030 
0050 
0090 
0130 
0150 
0310 
0350 
0370 
0390 
0410 
0430 
0450 
0790 



WASRV Courtyard Rockvilk 

11/6/2013 



CHARGE CODE DESCRIPTION/CHARGE CODE CEBIT AMOUNT CREDIT AMOUNT 



Cash 

VISA-MC 

AM EX 

DISCOVER 

MEAL PACKAGE 

ROOM CHARGE 

GRATUITY 

BREAKFAST 

LUNCH 

DINNER 

BEER 

LIQUOR 

WINE 

RESTAURANT TAX 

LIQUOR TAX 

MARKET FRESH FOOD 

MARKET STARBUCKS 
CR MICROS Out of Balance 
DB MICROS Out of Balance 




159.63 
489.77 
340.20 

7. in 



601.09 



162.34 
509.05 
■2 00 
219.85 
147.00 
158.00 
175.50 

— SCT " 

43.34 



MICROS MANUAL POLL SHEET 



** Complete this worksheet from the MICROS END OF DAY Reports and enter into FOSSE via a Cashier's Journal Entry before beginning FOSSE E 



GRATUITY 
BANQ. GRATUITY 
TOTAL SERVICE CHARGES 
RESTAURANT TAX 



Daily Ops/Serv en Chorees 
Daily Ops/Service Charges 
Daily Ops/Service Charges 

Daily Ops/T axes 

I L. l JjlL.JL.,.. 



Work Station Report 



05 LIQUOR TAX 

06 MEETING ROOM --SALES TAX 

07 RETAIL TAX 

08 VISA / MASTERCARD 

09 AMERICAN EXPRESS 
DISCOVER CARD 
DINERS CLUB 

JCB CARD 
ROOM CHARGE 
HOUSE CHARGE 



lyOVIa* 
Daily Ops/Taxes 
Dai ly Ops/Taxes 
Daily Ops/Taxes 
Dai ly Ops/Receipts 
Daily Ops/Receipts 
Daily Ops/Receipts 
Daily Ops/Receipts 
Daily Ops/Receipts 
Daily Ops/Receipts 
Daily Ops/Receic 




Property Fi 
Proper—/ F rare' 
Property Financi 
Property Financi 
Property Fi 
Property Fi 
Property Fi 
Property Financi 



4. Enter the full amounts corresponding to each charge code into the Manual POLL sheet. Fill out 
all available information from the Daily Ops Report into the Manual Poll Sheet, (continued on 
P9-3) 



Accounting Interface and Interface Error Report 



Locations 
Business Dates 



WASRV Courtyard Rockvilk 

11/6/2013 



ME NUM 


CHARGE CODE DESCRIPTION 


CHARGE CODE 


DEBIT AMOUNT 


CREDIT AMOUNT 


0010 


Cash 


CD 




159.63 


1 0030 


VISA-MC 


NN 




489.77 


0050 


AMEX 


NX 




340.20 


0090 


DISCOVER 


NN 




7.I0 


0130 


MEAL PACKAGE 


FD 




24.00 


0150 


ROOM CHARGE 


FD 




601.09 


0310 


GRATUITY 


TP 


162.34 




0350 


BREAKFAST 


Rl 


509.05 




0370 


LUNCH 


R2 


12.00 




0390 


DINNER 


R3 


219.85 




0410 


BEER 


R4 


147.00 




0430 


LIQUOR 


RO 


158.00 




0450 


WINE 


R5 


175.50 




0790 


RESTAURANT TAX 


TX 


53.11 




0810 


LIQUOR TAX 


LT 


43.34 




0830 


MARKET FRESH FOOD 


PH 


4.00 




0975 


MARKET STARBUCKS 


SB 


138.20 




0980 


CR MICROS Out of Balance 


MX 






0985 


DB MICROS Out of Balance 


MX 







AAICROS MANUAL POLL SHEET 



** Complete this worksheet from the MICROS END OF D/W Reports and enter into FOSSE via a Cashi 

Work Station Report 



Title 

GRATUITY 
BANC). GRATUITY 

~ " SER VICE CHARGES 
RESTAl 
04A PREP TAX 

05 LIQUOR TAX 

06 MEETING ROOM -SALES TAX 

07 RETAIL TAX 

08 VISA / MASTERCARD 

09 AMERICAN EXPRESS 
DISCOVER CARD 
DINERS CLUB 
JCB CARD 
ROOM CHARGE 
HOUSE CHARGE 
MEAL PACKAGE 
M RM CHARGE 




Daily Ops/Service Charges 
Daily Ops/Service Charges 
Daily Ops/Service Charges 
Daily Ops/Taxes 
Dai ly Ops/Taxes 



Daily Ops/Tax. 
Daily Ops/Receipts 
Daily Ops/Receipts 
Daily Ops/Receipts 
Daily Ops/Receipts 
Daily Ops/Receipts 
Daily Ops/Receipts 
Daily Ops/Receipts 
Daily Ops/Receipts 
Daily Ops/Receipts 



Property Fi 

Property Financial Repor 
Property Financial Report 
ici al Report 

Property 
Property Fi 
Property Financial Report 
Property Financial Report 
Property Financial Report 
Property Financial Report 
Property Financial Report 
Property Financial Report 



Item Description 

Take H-rrv.c SraT 
Meet/Banq Pro- 
Total Svc Chgs 
:port FAB Tax 

Liquor Tax 

■BflalLBtti 

I Visa/ MC 



Journal Entry before beginning FOSSE f 
Debit Credit 
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5. Be sure to include any discounts into the Manual Poll Sheet. 



Accounting Interface and Interface Error Report 



Business Dates 



WASRV Courtyard Rockville 
11/6/2013 



CHARGE CODE DESCRIPTION 



CHARGE CODE 



DC 13 
3033 
DC 5 3 
3063 



V SA-MC 
AMEX 
DISCOVER 
MEAL PACKAGE 



E=:Eih FAG T 

LUNCH 

DINNER 

BEER 

LIQUOR 

WINE 

RESTAURANT TAX 
LIQUOR TAX 
MARKET FRESH FOOD 
MARKET STARBUCKS 

CR MICROS Out of Balance 
DB MICROS Out of Balance 
TOTAL OF DEBITS AND CREDITS 



CREDIT AMOUNT 



\ 



:-of-Sale(GPOS)-Cre 



ssing, Encryption and Tokenization 

MICROS MANUAL POLL SHEET 



** Complete this worksheet from the MICROS ENID OF DAY Reports and enter into FOSSE via a Cashier's Journal Entry before beginning FOS 



6RATUTTY 
BANQ.SftATUrry 
TOTAL SERVICE CHAH6ES 
SESTAUSjUJTTAX 
I PRE'TAX 
LIQUOR TAX 

MEETING 50OM —SALES TAX 
RETAIL TAX 
VISA / MASTERCARD 
AMERICAN EXPRESS 

. : • • - 

DINERS aUB 

j:e 

R00MCHAR6E 

•"-Lit CrvWSE 
MEAL PACKASE 
MRMCHAR6E 



| H cjp^^UNT— 

20 EMPLOYEE DISCOUNT 

21 AAR» DISCNT 

23 CASH 



! Jri\ Ops Service Cncrgei 
iDcw Ops >.i-:-:s 
Daily Ops/Taxes 
Jy ■, Ops ~r<es 
Daily Ops/Taxes 
Daily Ops/Taxes 
Doily Ops/Taxes 
Dei I y Ops/ Receipts 
Daily Ops/ Receipts 
Daily Ops/ Receipts 
Dei . Ops Receipts 
Daily Ops/Receipts 
Daily Ops/ Receipts 
Daily Ops/Receipts 
Daily Ops/ Receipts 
Daily Ops/Recei pis 



Wxk S*lVr See art Itct. Dg;-iCT:r 

NA Takeh:-v Src- 

NA Mgtt/DanoQrat 

NA Total SvcChgs 

Properly Financial Report F4B Tax 

Property Financial Report p«.p Tax 

Property Financial Report Liquor Tax 

Property Fi nandal Report Meeting Rm Tax 

Property Financial Report Retail Tax 

Property Financial Report Visa/ MC 

Property Financial Report Amex 

Property Financial Report Discovo- 

Property Financial Report Diners/ CB 

Property Financial Report JCB 

-'-Dp-:-, -ircxac Separ- 3cd- ;r.--ge 

Properly Financial Rejxrt 1-buseCharge 

Property Financial Rejxrt Mea tclcge 
Property Financial Rejxrt 



ma 



:t-:r 



- 5 Disc: j" 



Daily Ops/Discounts NA Enp Discount 

Daily Ops/Disccunts NA AARP Discount 

.<:• . Ops ;-:-. :-:>,;-;•:: NA Tips ftlid 

Daily Ops,' Receipts 'ropery Finance Report Cosh Due 



6. Add up the Debit and Credit columns at the bottom of the MICROS Manual POLL Sheet. If it 
does not balance use charge code Ri or MX # or consult with your accountant for the 
appropriate charge code to balance. 

7. Enter the information you filled in to the MICROS Manual POLL Sheet into FOSSE. 
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MICROS MANUAL POLL SHEET 



Hotel 




Date 










** Complete this worksheet from the My Micros Reports and enter into FOSSE via a Cashier's 


Journal Entry before beginning FOSSE End of 


Day. 


If you Accounting Interface Report is available on MyMicros, this wreport will provide all the information you need for posting. 














Line 


Title 


My Micros Report 


Work Station Report 


Ifcrn Description 


Debit 




Credit 




CD ATI JTTV 


Daily Ops/ Service Charges 


NA 


Take- Home £pqT 


— p 










' 02 


BANQ. GRATUITY 


Daily Ops/ Service Charges 


NA 


AAc-C-1" / Ban^ &rot 


B6 










r 03 


1 KJ 1 nL JLKV1LL LnnKDL J 


Daily Ops/ Service Charges 


NA 


To1*gI Svc Ch^s 












r 04 


DF<^T4l JDAMT TAX 


Daily Ops/ Taxes 


Property Financial Report 


FAB Tax 












04A 


rKLr 1 r\/\ 


Daily Ops/ Taxes 


Property Financial Report 


Prep Tax 


CF 










r 05 


1 THI 1(10 TAX 


Daily Ops/ Taxes 


Property Financial Report 


Lic^uop Tax 


l^ — 










r 06 


AAFFTTMA DDDAA — ^Al F^ TAV 


Daily Ops/ Taxes 


Property Financial Report 


AAc€-1"in^ Rrn Tax 


,v> — 










r 07 


DFTATI TAX 


Daily Ops/ Taxes 


Property Financial Report 


Fic-1*G 1 1 Tax 


TX 










r 08 


V/T^A / AAA^TFDrADh 


Daily Ops/Receipts 


Property Financial Report 










IS 




' 09 


AMERICAN EXPRESS 


Daily Ops/Receipts 


Property Financial Report 


Amex 








rr 




r 10 


DISCOVER CARD 


Daily Ops/Receipts 


Property Financial Report 


Discover 








IS 




r 11 


DINERS CLUB 


Daily Ops/Receipts 


Property Financial Report 


Diners/ CB 








IR 




r 12 


JCB CARD 


Daily Ops/Receipts 


Property Financial Report 


JCB 








IS 




r 13 


ROOM CHARGE 


Daily Ops/Receipts 


Property Financial Report 


Room Charge 








FD 




r 14 


HOUSE CHARGE 


Daily Ops/Receipts 


Property Financial Report 


House Charge 








FD 




r 15 


MEAL PACKAGE 


Daily Ops/Receipts 


Property Financial Report 


Meal Package 








FD 




r 16 


M RM CHARGE 


Daily Ops/Receipts 


Property Financial Report 


Manual Room Charge 








FD 




" 17 


M HSE CHARGE 


Daily Ops/Receipts 


Property Financial Report 


Manual Hse Charge 








FD 




17A 


TEST MEALS 


Daily Ops/Receipts 


Property Financial Report 


Test Meals 








R8 




r 18 


OPEN $ DISCOUNT 


Daily Ops/Discounts 


NA 


Open $ Discount 








PD 




19 


OPEN %DISCOUNT 


Daily Ops/Discounts 


NA 


Open % Discount 








PD 




20 


EMPLOYEE DISCOUNT 


Daily Ops/Discounts 


NA 


Emp Discount 








ED 




21 


AARP DISCNT 


Daily Ops/Discounts 


NA 


AARP Discount 








OP 




22 


CASH 


Daily Ops/Receipts 


Property Financial Report 


Cash 








CD 




23a 


DB Out of Balance 


Checks opened previous day, closed today 


DB Out of Balance 


MX 










23b 


CR Out of Balance 


Checks opened today, not closed 


CR Out of Balance 








MX 




24 


DINNER DELIVERY 


NA 


100 


Dinner Delivery 


R7 










25 


DDFik'PiCT 


Daily Ops/Service - 


101 


Breakfast 


Rl 










26 


LUNCH 


Daily Ops/Service - 


102 


Lunch 


kZ 










27 




Daily Ops/Service - 


103 


Dinner 


R3 










28 


LIQUOR 


Daily Ops/Net Sales 


201 


Liquor 


R6 










29 


BEER 


Daily Ops/Net Sales 


301 


Beer 


R4 










30 


WINE 


Daily Ops/Net Sales 


401 


Wine 












31 


DAKini JFT FDDh RDFAKFA^T ^Al F^ 


NA 


501 


Banqt Breakfast 


31 










32 


dam<^ii ift Fnnt\ 1 1 iMru G.A\ 


NA 


502 


Banqt Lunch 


BZ 










33 


BANQUET FOOD —DINNER SALES 


NA 


505 


Banqt binner 


33 










34 


daM(^ii ipt prints DPV/PDA/~P ^Al PC 


NA 


506 


Banqt Alcohol 


AS 










35 


BANQUt 1 rUUO — CUrrtt BRtAK. oALt 


NA 


507 


Banqt Coffee Brea 


3F 










36 


AUDIO VISUAL --FLIP CHART 


NA 


571 


A/V - Flip Chart 


PL 










37 


AUDIO VISUAL -OTHER 


NA 


572 


A/V - Other 


MA 










38 


AUDIO VISUAL —OVERHEAD 


NA 


573 


A/V - Overhead 


OH 










39 


MEETING ROOM -A 


NA 


581 


Meeting Room - A 


AA 










40 


MEETING ROOM -B 


NA 


582 


Meeting Room - B 


33 










41 


MEETING ROOM -C 


NA 


583 


Meeting Room - C 


CC 










42 


MEETING ROOM -D 


NA 


584 


Meeting Room - D 


DD 










43 


MARKET FRESH FOOD 


Daily Ops/Net Sales 


601 


Market Fresh Fd 


PH 










44 


MARKET PACKAGED FOOD 


Daily Ops/Net Sales 


602 


Market Packgd Fd 


PI 










45 


MARKET FROZEN FOOD 


Daily Ops/Net Sales 


603 


Market Frozen Fd 


MZ 










46 


MARKET BEER 


Daily Ops/Net Sales 


604 


Market Beer 


PB 










47 


MARKET WINE 


Daily Ops/Net Sales 


605 


Market Wine 


PW 










48 


MARKET LIQUOR 


Daily Ops/Net Sales 


606 


Market Liquor 


MQ 










49 


MARKET BEVERAGE 


Daily Ops/Net Sales 


607 


Market Beverage 


PJ 










50 


MARKET SUNDRIES(Marketplace) 


Daily Ops/Net Sales 


608 


Market Sundries 


PU 










51 


MARKET STARBUCKS 


Daily Ops/Net Sales 


609 


Market Starbucks 


SB 






























****NOTE: TOTAL DEBITS MUST EQUAL TOTAL CREDITS in order to balance properly. 




















Total Debits 




Total Credits 


















RESTAURANT STATTSTTCALS 






TIP INFORMATION 








Debits 






Credits 


51 
52 


CHARGE TIPS 
CHARGE RECEIPTS 




GRATUITY (Same as LINE 01) 
#C on Accounting Interface Report 








#C 




53 


CHARGE RECEIPTS A TIPS OFFSET 




Total of #T and #C (LINES 51+52) 


#2 










COVERS /GUESTS INFORMATION 


















*~NOTT£: Covers are recorded as whole numbers. 


Example - - 50 covers = 50.00 for your j/e) 






































My Micros Report 


Workstation Report 


Item Description 




Debits 




Credits 


54 


BREAKFAST COVERS 


Daily Ops/Service - 


Time Period Summary Report 


Guests 








#B 




55 


LUNCH COVERS 


Daily Ops/Service - 


Time Period Summary Report 


Guests 








#L 




56 


DINNER COVERS 


Daily Ops/Service - 


Time Period Summary Report 


Guests 








#D 




57 


COVERS OFFSET 




Total of #B + #L ♦ #D (LINES 54+55+56) 


#1 






























IF TIPS PAID OUT OF THE DRAWERfTotals should match} 
















58 


CASH 




Cash Paid from Drawer 










TP 




59 


Gratuity 




$Gratuity paid Out 




CD 
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Sample Daily Ops Report: 

Accounting Interface and Interface Error Report 

Locations WASRV Courtyard Rockville 

Business Dates 11/6/2013 



INE NUM 


CHARGE CODE 
DESCRIPTION 


CHARGE CODE 


DEBIT 
AMOUNT 


CREDIT 
AMOUNT 


0010 


Cash 


CD 


0.00 


159.63 


0030 


VISA-MC 


NN 


0.00 


489.77 


0050 


AMEX 


NX 


0.00 


340.20 


0090 


DISCOVER 


NN 


0.00 


7.10 


0130 


MEAL PACKAGE 


FD 


0.00 


24.60 


0150 


ROOM CHARGE 


FD 


0.00 


601.09 


0310 


GRATUITY 


TP 


162.34 


0.00 


0350 


BREAKFAST 


R1 


509.05 


0.00 


0370 


LUNCH 


R2 


12.00 


0.00 


0390 


DINNER 


R3 


219.85 


0.00 


0410 


BEER 


R4 


147.00 


0.00 


0430 


LIQUOR 


R6 


158.00 


0.00 


0450 


WINE 


R5 


175.50 


0.00 


0790 


RESTAURANT TAX 


TX 


53.11 


0.00 


0810 


LIQUOR TAX 


LT 


43.34 


0.00 


0830 


MARKET FRESH FOOD 


PH 


4.00 


0.00 


0975 


MARKET STARBUCKS 


SB 


138.20 


0.00 



0980 CR MICROS Out of Balance MX 0.00 

0985 DB MICROS Out of Balance MX 0.00 

TOTAL OF DEBITS AND CREDITS 1 ,622.39 1 ,622.39 

0990 BREAKFAST COVERS #B 34 

1010 LUNCH COVERS #L 1 

1030 DINNER COVERS #D 14 



1070 
1150 



CHARGED NET RECEIPTS 
ACTUAL TIPS PAID 



#C 
TP 



895.85 
162.34 



CHECK NUM ITEM TYPE ™ ° TY AMOUNT 

INFORMATION NUM CODE 
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8. Double Click on FOSSE CRT window 



File Edit View Options Transfer Script Tools Help 



t I ^ I ffl 



I FOSSE 



□ 




Ready 



ssh2: AES-128 11, 40 25 Rows, SO Cols WYSE60 



NUM 



9. Login to FOSSE application 



FOSSE - SecureCRT 



File Edit View Options Transfer Script Tools Help 



1 1 f 



n 



Ready 



offn eel 



off "i ce I 



Rooir gt 



Guest Hoire 



pts/8-T8 



Enter One of The Following: 
Guest: Name (or Part of) 
Room # 
Folio # 

confirmation # 
share # 

Harriott: Rewards # 

company (? Followed by company Name) 

a/r Acct (* Followed by Acct code) 
iata # (- Followed by iata #) 
Date (Cep/Arr + MMDDYY) 



search for: 
search in: 



Res, znhouse, Both, Hst 
oday's Arvls a CXL Hst 



sshi AES-128 19, 32 25 Rows, SO CoIe. WYSE60 



□ 



system suppor 
1-240-632-600 
hdxpl us. c 



NUM 
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10. Press F8 to go to Fosse Menu 



FOSSE - Secure-CRT 



File Edit View Options Transfer Script Tools Help 



1 1 f 




office 



Reser vati on^ 



|query Direct Bill Accounts! 



Reservations Display»> 
Available Rooms Display 

1 ocki ng»> 
pms/marsha roup Code setup 

arsha Functions»> 

dvance Deposit s»> 
Function Roons»> 
Rolodex>» 

virtual concierge»> 
Reports>» 



en suppor 

0-632-600 
hdxplus. c 



Ready 



ssh2: AES-128 5,3 25 Rows, 30 Cols WYSB60 



NUM 



ii. Use Arrow key to go over to Foffice - Front Office 



I ^ | F1 



FOSSE - SecureCRT 




File Edit View Options Transfer Script Toojs Help 



jsh2: AES-128 5, 18 25 Rows, 80 Cols WYSE60 



REV 08/22/2014 



25 



CFRST Micros Simphony Property Guide 



12. Press C for Cashier 



[ □ | \°\ 



FOSSE - SecureCRT 



File Edit View Options Transfer Script Toojs Help 




ssh2: AES-123 6, 20 25 Rows, 30 Cols WYSE60 



13. Press P for Post Cashier Journal 





rt hue Ldit View Uptions J_ranster 


Script 1 ools Help 






ha a Qsa si = 1 < 1 


3 "S 3 1 & 1 1 $ 


\m 




1 FOSSE 






□ 


1 03/20/14 
Dese . ( [ E NTE R ]=Exit) I 


HD - FOSSE Hotel 

Cashier's Journal 


Bal a nee : 




CD Description 

fc = 


Debit credit 


card # 


Amount 




security ^^^=^^^= 
Restricted Access 
Login ID: 



Enter your Login 



Ready 



sshZ: AES-123 11, 40 25 Rows, 30 Cols WYSE60 



NUM 
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14. Enter your login and password 



i°iEii-«-n 



FOSSE - SecureCRT 



File Edit View Options Jransfer Script Took Help 



I FOSSE 



cashi er " s 

SC. ( [ENTER ]=Exit) : MICROS POS 140320 







Enter Batch Df 
[ENTE 



Ready 



ssh2: AES-128 3, 40 25 Rows, 30 Cols WYSE60 



NUM 



15. Enter name "MICROS POS YYMMDD" for description and press Enter. The date should be the 
business date of the Sales that are missing. 



I FOSSE - SecureCRT 



File Edit View Options Transfer Script Tools Help 



I FOSSE I 



cashier's Journal 
Desc. ( [ENTER] =Ex~it) : MICROS POS 140320 



Bal ance : 



CD Description 

Icd cash - Restaurant 
IrI Breakfast Food 



credit card # 



100. 00 



1 

Ready 



Enter Charge Code 
I-] = Exit, [F5] = Lookup, [F6]=Edit Entries 



□ 



ssh2: AES-128 9, 2 25 Rows, 80 Cols WYSE60 



NUM 
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16. Please enter your manual poll information. When your entry is done, Press F4 to Exit. 



FOSSE - SecureCRT 



File Edit View Options Transfer Script Tools Help 



I FOSSE 



cashier's Journal 

BSC. ([ENTER]=Exit): MICROS POS 140320 



CD Description 

CD cash - Restaurant 
Rl Breakfast Food 



Debit 



100. 00 



credit 



100. 00 



is this correct? (Y/N/[F4]=cancel) : 



□ 




Ready 



ssh2: AES-123 22, 40 25 Rows, 30 Cols WYSE50 



NUM 



17. Press Y and Enter to confirm it is correct 



[ ■=■ I a 



FOSSE - SecureCRT 



File Edit View Options Transfer Script Tools Help 



jso »| e * 1 s 



m « 1 $ 



I FOSSE 



cashier's Journal 

Desc. ( [enter ]=Exit) : micros pos 140320 Balance: 



CD Description 



Debit credit card # 



CD cash -I 
Rl Breakf' 



Print & update Journal 



The Journal and shift update need to be run- 



Do you wish to do this now? ( / ): 



□ 




Ready 



ssh2: AES-123 17, 43 25 Rows, 30 Cols WYSE60 



NUM 
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18. Press Y and Enter to run Journal and Shift Update 



[ □ I \b\ 



FOSSE - SecureCRT 



File Edit View Options Transfer Script Tools Help 



I FOSSE I 




19. Select Printer and press Enter 



File Edit View Options Transfer Script Tools Help 



hi ^ m a 1 s 



1 1 1 



I FOSSE 



□ 




Ready 



ssh2: AES-128 11, 70 25 Rows, 80 Cols WYSE60 



NUM 
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20. Press U and press enter to update shift 

21. You are now complete in posting the missing sales 
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BITLOCKER KEY 

The Simphony workstation is equipped with a security feature known as BitLocker Drive encryption. 
Certain scenarios such as restarting the workstation following a forced shutdown may result in the 
machine requesting that a BitLocker "key" be entered in order to proceed. 

If prompted for the BitLocker key, follow these steps: 

• Borrow a USB keyboard from a manager's PC or from a PC at the business center 

• Remove the workstation from the stand, open the access panel at the top of the workstation, 
and plug the keyboard into an open USB port 

• Call the Marriot service desk at 240-632-6000 Option 4, Option 1 (for Tier 1) 

• The service desk will ask for your Marriott EID. If you are a MICROS Installer, tell them you do 
not have an EID but are part of the MICROS POS team tasked with setting up the MICROS 
Point of Sale workstations. 

• Tell the service desk that you need the Bitlocker key for a MICROS Point of Sale workstation 

• The service desk will likely ask you for the Marriott property tag number from the machine. Tell 
them these workstations do not have Marriott property tags but you can provide them with 
the machine name. 

• The machine name you should give them is the Drive Label: that is displayed on the Bitlocker 
prompt screen. It will look something like u MRSHAPR7-ooo". 

• The service desk will provide you with the Bitlocker key to enter into the workstation. 



Blank Screen When Rebooting 

If you need to reboot the MICROS POS Workstation or if it reboots on its own for any reason, please 
note that the reboot process may get "stuck" on a blank screen. If this occurs, press the button on the 
lower right corner of the workstation one time (do not hold the button down). This will cause the reboot 
to start over. You may need to do this more than once before the system brings you to the login screen. 
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USING EMC 
EMC Installation 

EMC is the program used to access the Micros database to make programming changes which include 
adding new employees and re-directing item kitchen printing. Non-Bistro properties can also use EMC 
to add new menu items. 

EMC can be added to any personal computer on the Marriott network. The Simphony EMC Client 
installation package and instructions can be found on MGS: 

• Select TECHNOLOGY / PRODUCTS & SERVICES / APPLICATIONS & SOFTWARE 

• Select SOFTWARE DISTRIBUTION & INSTALLATION / DOWNLOAD CENTRAL 

• Select FOOD & BEVERAGE / SIMPHONY EMC CLIENT INSTALLATION GUIDE 

Follow the instructions in the guide to load EMC on your computer. 
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EMC Access 

i. Click on the Simphony EMC icon to open the EMC. 




2. Select the miemc.simphony.net server. 



<D EMC Login 




( 



mphony 



Brcwse Network... 



Password: 

I I 



Login 



J 



3. Your user name is your Marriott EID. 

4. If this is the FIRST TIME you have logged onto EMC, your initial password is microsi. You will then 
be prompted to set your EMC password when you first log in. 

5. Click Login. 



> EMC Login 



micros 



S mphony 



Server: 



|miemc. simphony.net 

User 

|jdoe123 

Password: 



/ 
I 
\ 

V 



Browse Network... 



Login 



REV 08/22/2014 



33 



CFRST Micros Simphony Property Guide 

EMC EMPLOYEE MANAGEMENT 

Properties have three types of employees that can be added through EMC: 

• Non-GM Managers 

• Night Auditors 

• Associates / Servers / Cashiers 

General Manager records are managed by the GPOS Support team. Managers and Night Auditors get 
myMicros access automatically when added to the EMC using the instructions in this document. 

System security is configured as follows: 

• Only a General Manager can add or edit other managers in the EMC 

• GMs and non-GM managers can add or edit night auditors 

• Any manager or night auditor can add or edit associates 

The process to add a new user in the EMC is to use an existing employee as a template for the new 
employee. This approach ensures the new employee receives all the same settings as existing 
employees for the property. 

Before you start f make sure you have the following information: 

• New employee first name and last name. 

• New employee's Marriott Employee ID (EID) - this is needed for managers and night auditors 
only 
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Add New Employee Using Existing Employees 

1. Launch Simphony EMC. 

2. Enter your user name (your EID) and password (initially set to "microsi"). 

3. Click Login. 



4- 
5- 

6. 
7- 



<£) EMC Login 



micros 



S mphony 



Server: 

|miemc. simphony.net 

User 

|jdoe123 



Login 



I 



In the left sidebar go to the Locations > Marriott > Default System View. 

Select the Property where you work from the expanded menu. The majority of EMC users will only 
see one property - the one where they work. 

On the right side of the screen are five top-level tabs. Click the Configuration tab. 

On the bottom right is the Personnel section. Click the Employee Maintenance button 

underneath. 



Home 
Page 



B--{o) Marriott 

S-Q Default System View 
\ S <$> ATLCB Courtyard Atlanta Buckhead 
a M CYRB BISTRO (No Menu Hems) 



Search 1 Configuration ! Setup [ Descriptors | Tasks | 



Menu Items 

Menu Item Maintenance 
Menu Item Classes 
Major Groups 
Family Groups 
Menu Item Groups 
Menu Item Master Groups 
Condiment Sets 
Barcodes 

Menu Item Availability 
Print Classes 

Sales 

Discounts 
Tender/Media 
Service Charges 

Menu Level Sets 

ftn*. H..U I .ml. 



Reporting and Data 

Effectivity Groups 
Report Groups 
Custom Report 



User Interface 
O Content 

Page Design 
Page Assignment 



Property Information 

Event Schedules 



Personnel 

Employee Maintenance 



Employee Classes 



8. On left side of the screen is the Search/Table View tab. Scroll down and click Search. 
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60S 



Home Employee Maintenance 
Page 5682 - ATLCB Courtyard Atlai 



/" Sear ch/ Table View |_ 

Employee Role | 



Object Number or Range 



Property 



D - None 



Filter: | 

Employee Class |~ 
Job Code P 
Revenue Center 



|0- None 

|~~ View Deleted Employees 



Search 



15 Total Property Employee Record(s) exist. 



9. The Reading Employee Records window will appear while the records are loading. When it reaches 
100% you will seethe list of employees for the property. 

10. Tabs are listed at the bottom of the screen. The system usually defaults to the Property Employee 
Records tab. 

11. Click the Employee Records tab to change views. The property employees are now displayed in 
order by system ID number. 



Search 



Clear Search Criteria 



View Charges Recorcs 



±1 



rrr 



Employee Records 



] 



Property Employee Records "Operator Records j 



12. The fastest way to add a new team member is to copy an existing account with the same privileges. 
From the Employee Records list find an employee with the privileges you want to give to the new 
employee. 

a. If you are adding an associate, select an associate record. 

b. If you are adding a manager, select a manager record. 

c. If you are adding a night auditor, select a night auditor record - if a night auditor employee 
does not yet exist, select a manager. 
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13. Click the gray cell to the left of the chosen employee's name and ID number. This will change the 
cell color and highlight the entire row in blue. This is how the system knows which employee you 
want to copy. 

14. Click the Insert button (the green plus sign on the top menu bar of the EMC window). The Add 
Employees window will appear. 

15. In the Select a task to perform dropdown, the Add Employee Record from Template should 
already be selected. If not, select it from the dropdown menu. 

16. The name of the employee you've selected should display in the first data entry box, Employee To 
Copy. The format will be "1234- LastName, FirstName" where 1234 is the system ID number (see 
screenshot below). 

Add Employees 



Select a task to perform 
Add Employee With Template — 



Add Employee Record from Template 



Employee To Copy | 1 6641 - Davis, Randolf 



L I-ek:: 



FirstName | 
Last Name | 
Check Name |~~ 



Record Number 7026 







Property # 


Property Name 




RVC# 


RVC Name 






5682 


ATLCB Courtyard Atlanta Buckhea 




1 


ATLCB BISTRO 



17- 

18. 
19. 



Enter the First and Last name of the new employee. Check name is optional - if you do not enter a 
check name the employee's first name will print on the check. Leave the ID field blank. 
Click OK. 

Click Yes when asked if you would like to add this employee. NOTE: You may get prompted that 
the Record Number is already in use. If that is the case, simply return to the screen and click the 
Next Record link to generate another number, then click OK. 



($> EMC 



File Edit View Window Help 

Offil eRS □ © © I ► B 



Employee Maintenance 

5002 - WASRV Courtyard Rockville 



Search/Table View 



IAN Languages 




Employee Role | 




Object Number or Range 





Property 



0 - None 

1 - XXXXX FULL SERVICE PR0PEi-j| 

2 - XXXXX RITZ CARLTON PROPE 

3 - XXXXX COURTYARD BISTRO ■ 

4 - XXXXX SELECT SERVICE 

5- XXXXXMVW 
2G1 - Mirza Test 



5003 - WASSS Courtyard Silver Spri 

5004 - WASUS Courtyard US Capitc * 

X -- v 



Filter: Q 



Employee Class | 

Job Code r 
Revenue Center 



Show Records V/here |Show All Records 



|0-None 

V Vie* Deleted Employees 
Search | 

:\ = z- r :iii:- Ir :eri = 



H-;'-:e: Pe::i:-:- 



1014 
1015 



TOSCANO, DANA 
KRUMPACH, AMANDA 
MARTINEZ, HILDA 
SANCHEZ, NORMA 
ANDERSON, JULIE 
SHAPIRO, GERI 
TADESSE, RAHEL 
NAJERA, MYRIAM 
RAMIREZ, LILLIAN 



Add Employees 



Select a task to perform | Add Employee Record from Template 



Add Employee With Template 



Employee To Copy 1 101 2 - TOSCANO. DANA 



First Name 


Next 


Last Name 




Employee 


Check Name 
ID 




Next| 




0 



Record Number 1082 







Property* I Property Name 


RVC# RVC Name 






5002 WASRV Courtyard Rockville 


17 | 1 WASRV BISTRO 



Clear All Check. All 




Employee Records Property Employee Records I Operator Records | 
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<$ EMC 

File Edit View Window Help 

O E 1 s3e \ 



Search/Table 



All Languages 




En-ployee Role 
Object Number or Range 




1 1 


Property 




None 

XXXXX FULL SERVICE PROPE r 
2 - XXXXX RITZ CARLTON PROPE 
3 -XXXXX COURTYARD BISTRO = 
4 - XXXXX SELECT SERVICE 
5-XXXXXMVW 
261 • Mirza Test 

5"1 -RESHD Sample Courtyard 



20. If you would like to add another employee, select Yes and repeat Steps 16 to 19. 

21. When you are finished adding employees, click No when asked if you would like to add another 
employee. You will be taken back to the main Employee Maintenance page where all the 
employees are listed. 

22. The new employees should now be visible in the main Employee Maintenance page, Employee 
Records tab. 

a. For associates, the process ends here. 

b. If you are adding a new manager or night auditor, additional instructions are required. See 
the next section for more information. 
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Additional steps for Adding New Managers and Night Auditors 

These steps assume you have already opened EMC, selected your property, and launched the Employee 
Maintenance page. 

1. From the main Employee Maintenance page, under the Employee Records tab at the bottom, 
DOUBLE-CLICK in the gray area to the left of the Manager or Night Auditor you just added to 
change to FORM VIEW. 



Home Employee Maintenance 

Page 5682 - ATLCB Courtyard Atlanta Buckhead 



Search/Table View 

Hc« Search Parti 

Employee Role | 



Object Number or Range 



She*- Records Where | Show All Records 



▼ | | contains the text 



Filter No* 



X Clear Filters 
_ Clear and Run 



6641 { Davis 
6633 Denbo* 
6643 ! Glover 



DeAndrea 
Diamond 



DeAndrea 
I Diamond 



- 0 
~ 0 

- 0 
. 0 



In the small window on the right side of the screen select Employee Record. Four tabs will now 
display in the bottom half of the screen: General, Roles f Reporting and References. Select 
General. 

a. Add the new employee's EID in the Payroll ID field. It should be the first open-text field, 
under Language. 

b. Adjust the level as follows: 

• Managers should have a Level 5 

• Night Auditors should have a Level 7. 

c. Enter the EID in the EMC Login User Name field. Set the password as microsi. 



myMicros Access 

The EMC Login User Name and Password added at this point also functions as 
the User Name and Password for mi.myMicros.net. This is where a GM or other 
manager would go to reset someone's myMicros password. 



d. Set the Locale to 1 - US STANDARD. 
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Home 
Page 



Employee Maintenance 

5682 - ATLCB Courtyard Atlanta Buckhead 



Search/Table View 



Employee: 6641 - Davis, Randolf 



Employee* |6641 



Last Name Davis 
First Name Randolf 
Check Name Randolf 



Property Summary 

5682 - ATLCB Courtyard Atlanta Buckhead 



ben era I bettings 

Language 



| Roles Y Reporting Y References ] 



1 • English (United States) 



ID \> 
Alternate ID \o 
PIN 



Level fi Tj 
GrOLp : 
Is Deleted H 

FingerPrint Enrollment 



Information Lines 

' I 



■ 



Locale 1 1 - US STANDARD 



_j Valid 



£ pbatem722 (Bateman, Patrick) 



3- 



Click the Roles tab to the right of the General tab. 

a. For both sections, confirm the Zone/Location accurately reflects the appropriate property 
assignment. 

b. In the Roles section, adjust the roles as follows: 

• Manager employees should be set to 612 - CY BISTRO MGR/PROPERTY 

• Night auditors employees should be set to 613 - CY NIGHT AUDIT. 
Click the Reporting tab. 

a. In the Activation / Name Configuration section, check the Active box. 

b. The Login Name should default to EID as entered in the General tab. 

c. Enter the employee's first and last names into the designated cells. 

d. Both first and last name should be entered for the Display Name. 

e. In the User Settings section, first select Manager for Role. 

f. Language should be set to EN-US. 

g. Enter the appropriate Time Zone for the property's location. 

h. For Org Level select the property where the employee works. 
Save your changes by clicking the Save button on the menu bar. 



1. 

j O 15 Q 



© 



Hone Employee Maintenance 

Page 5682 - ATLCB Courtyard Atlanta Buckhead 

-'tj c h " .i L t :' l c Lmpluyee: 6641 Udv.s, Kdl.dull 




Propert, SuT-rr-ar, 





Employee Cla« 


Revenue Center 


Options 


In Training 


LOS ID 


Late Clock 
In Grace 


ATLCB Courtyard Atlanta 


4 


1 - ATLCB BISTRO 


)000 


r 




0 



5- 
6. 

7- 
8. 

9- 



Back at the top of the screen, select Property Summary from the small window on the right. 

Confirm the Property and Revenue Center columns have the correct property listed. 

The Employee Class column should state 2 - All - Manager. 

Leave the remaining columns unchanged. 

Save your changes by clicking the Save button on the menu bar. 
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10. Back at the top of the screen, select the name of the property from the small window on the right. It 
will be the third option. 

11. Click the General tab. 

a. Confirm LDS is blank and Late Clock Grace = o. 

b. Emp Class should state 2 - All - Manager. 

c. Revenue Center should be the property/bistro. 

d. Save your changes by clicking the Save button on the menu bar. 



Property Employee : 6644 - Odum, Albert 



Employee s 




9 - Disable Workstation Online Prompt 

10 - Limit Clock-In to Workstations in the Clock-In RVC 

1 1 - Limit Clock-Out to Vtorfcstations in the Clock-Out RVC 



12. Skip the Job Codes tab - no information needs to be entered. 

13. Click the Operators tab. The RVC Name should be the name of the property. 

$ EMC 




Search/Table V 
Employee Record 



Employee: 6641 - Davis, Randolf 





1 




Davit 


First Name 


Randolf 






Check Name 


Randal 



Li 1 :yer -cl . ■: 
Prop^^Summay^ ^ 



General ! Job Codes! 



-TLC5 Bir^O 



een Default MMH Touchscreen Cashier Link C 

-|< j O-NonT " l-|<{ o-Non7 ' 



Override Class 



Cash Drawer Tab! 



14. Save your changes by clicking the Save button on the menu bar. 
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Assign a Micros Card 

At a workstation, sign in as a manager: 

• Select MANAGER tab 

• Select ASSIGN EMPLOYEE ID 

• Locate employee and EDIT 

• Swipe Micros card to assign to employee 
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MyMICROS 
Logging into myMicros 

To log into your myMicros account for the first time: 

Open a web browser and navigate to the following url: http://mi.mymicros.net 
At the MyMICROS login screen: 

a. enter your Marriott EID as your username 

b. enter u mar" as your Company 

c. If you've never used EMC before, enter "microsi" as you password -this is your initial 
password. You may change your password for future logins. 

d. If you have used EMC before, enter the password you use to log into EMC. 



1. 
2. 
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Recommended Reports 

The following four MyMicros reports should be run by the hotel leaders, at least weekly, to better 
understand food and beverage sales, sales by item and demand by time of day. These reports have 
information that is pulled from MICROS. 

Menu Item Sales 

Shows the hotel how much of each item was sold during the requested time period. This report will 
assist the hotel in determining trends of different menu items such as breakfast sandwiches. This report 
is also broken down by Major Groups (i.e.: Food or Beverage) and by Family Group (i.e.: Breakfast or 
Starbucks). 

• Select More Reports -> Menu Engineering 

• Select Business Date 

• Run Report 

Vi Hour Sales with Menu Item Detail 

Shows food and beverage sales by the Vi hour and includes information such as Sales, # of Checks and 
% of Sales. The information can then be broken down to see the actual menu items sold during these 
time frames as well. This can assist leaders in understanding demand and scheduling needs. 

• Select Daily Ops(L&E) 

• Select Business Date 

• Run Report 

• Select Revenue Center Name 

• Select All Fixed Period. (You can click on the 15 minute period and it takes you down to the 
checks, which you can then drill into.) 

Property Dashboard 

Shows total sales from either yesterday or last 7 days available. It gives information of total food and 
beverage sales based on a graph for visual understanding and can be broken down by either Food or 
Beverage. The top 10 sellers for Food or Beverage are also available and that can be broken down by 
meal period. 

• Select More Reports -> Comparison Report -> Time Comparison Report 

• Select Business Date 

• Pick any two periods for the two columns. Periods can be day, multiple days, week, etc. 

• Run Report 

System Sales Summary 

Shows a snapshot of various indicators and sales metrics for operations. The report drill downs provide 
quick and easy access to the underlying details of the information for additional analysis and research, 
while the Overview provides a brief look at the day's operations. 

• Select More Reports -> Summary -> System Sales Summary 

• Select Business Date 

• Run Report 
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How to Run an Accounting Interface Report 

1. Open browser and add URL: http://mi.nnynnicros.net ENTER 

2. At MyMICROS login screen enter your: 

a. User name 

b. Company Name (mar) 

c. Password 

d. Click Login 

3. Click More Reports 

4. Click Admin Reports 

5. Click Accounting Interface 



• Logout 

• myPage 
4 Welcome ! 



4 More Reports... 
4 Today's. Operations 
4 Daily Operations- 
4 Interactive Reports. 
4 Today's Ops (L&E) 
4 Daily Ops (L3£) 
4 Day Part Ops Lfl£ 



Name 

► Summary 

► Daily Detail 

► Ops Performance 

► Menu Engineering 

► Comparison Reports 

► KDS Reports 

► Import Export 

► Financial Reports 

AHmin pQ r inrf - 



Description 



t 



Acco u ntin gjnterf a ce 



4 Daily Checklist 
4 F &. B Summary Report 
4 Logon Report 



Summarized operations, sales mix and labor 
Detailed reports for daily totals 
Kitchen and server performance 
Menu mix, cost of goods and pricing reports 
Side-by-side time and location comparisons 
Kitchen performance and speed of service 
Utilities for importing and exporting data 
Financial Reports 

Reports for assisting portal administration 
Accounting Interface Report 
Shows sales and checks from various tables 
F &. B Summary Report 

Shows all log-onsthat have occurred on the portal 



DASHBOARDS 
TOOLS 
ADMIN 
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Click Next 



Welcome SCOTT FITZGERALD IT What's Hew? (Updated August 23. 201 3) 



ystem Administrator 
larriott International 
Jovember 6, 2013 



• Logout 

• myPage 

• Welcome ! 



4 More Reports... 

• Today's Operations 
4 Daily Operations 

• Interactive Reports 

• Todays Ops [Lfl£) 
4 Daily Ops (L&E) 

« Day Part Ops L&E 



Accounting Interface Report 

( Select [ 4 Next ) | 

Report Selections 



Please select the following: 

Locations 
Business Dates 

by clicking on the next button. 



DASHBOARDS 
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7. Click on Business Date 



November 6, 2013 



• Logout 

• myPage 

• Welcome ' 



• More Reports... 

• Today's Operations 

• Daily Operations 

• Interactive Reports 

• Today's Ops (L&E) 

• Daily Ops (L&E) 

• Day Part Ops L&E 



• Business Date 



V |ew Standard Quick Select 
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8. Click Next 



Welcome SCOTT FITZGERALD 

System Administrator I 



Marriott International 



• Logout 

• myPage 



4 More Reports... 

• Today's Operations 

• Daily Operations 
9 Interactive Reports 
j Today's Ops (L*E) 

• Daily Ops (L&E) 

• Day Part Ops LS£ 



Accounting Interface Report 

Select | » Business Dates Locations 9 Run Report ^ ) 



Select by |Courtyard 



All 

— WASLD Courtyard New Carrollton L 
WASRV Courtyard Rockville 
WASSS Courtyard Silver Spring 
WASUS Courtyard US Capitol 
XXXCY COURTYARD 



» Clear selection 



v. 8.1.0000.12.. 



9. Click Locations 

10. Click Select By dropdown - Click Courtyard 

11. Click on your property [WASRV Courtyard Rockville ] 

12. Click Add - your property will appear in the right-hand yellow box. See next screenshot. 
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Welcome SCOTT FITZGERALD ^ What's New? (Updated Auaust 23. 201 3> 


Help | 


iystem Administrator 






larriott International 


Accounting Interface Report 




lovemberG, 2013 


( Select • Business Dates • Locations • Run Report J 





• Logout 

• myPage 

• Welcome ' 



9 More Reports... 
9 Today's Operations 
9 Daily Operations 
9 Interactive Reports 
« Today's Ops [L&E) 
9 Daily Ops [L8E> 
« Day Part Ops L&E 




Select by |Courtyard 



All 

-WASLD Courtyard New Carrollton L 
— WAS RV Courtyard Rockville 
—WASSS Courtyard Silver Spring 

WASUS Courtyard US Capitol 

XXXCY COURTYARD 



|Selection1 



» Cleat selection 



-WASRV Courtyard Rockville 



v. 8.1.0000.12... 



13. Click Run and your report will be displayed. 




Modify Report ~\ f Preferences ^) ( Favorite ^| Qt\ X] a] 



liness Dates • Locations 



Run Report Cancel 



» More Reports ... 

• Today's Operations 

• Daily Operations 

• Interactive Reports 
» Today's Ops (L&E) 
» Daily Ops (L&E) 

» Day Part Ops L&E 




Accounting Interface and Interface Error Report 



OOIO Cash 

0030 VISA-NIC 

0050 AMEX 

0090 DISCOVER 

0130 MEAL PACKAGE 

0150 ROOM CHARGE 

0310 GRATUITY 

0350 BREAKFAST 

0370 LUNCH 

0390 DINNER 

0410 BEER 

0430 LIQUOR 

0450 WINE 

0790 RESTAURANT TAX 

0810 LIQUOR TAX 

0830 MARKET FRESH FOOD 

0975 MARKET STARBUCKS 

0980 CR MICROS Out of Balance 

0985 DB MICROS Out of Balance 

TOTAL OF DEBITS AND CREDITS 



98.34 
509.05 
12.00 
180.60 
54.75 
48.75 
SO. 00 
50.50 
16.57 
4.00 
134.00 



125.82 
334.33 
108.76 
7.10 
24.60 
529.96 



0990 
1010 
1030 



BREAKFAST COVERS 
LUNCH COVERS 
DINNER COVERS 



REV 08/22/2014 



49 



CFRST Micros Simphony Property Guide 



Hard Drive Disposal 

Global POS Replacement Project 
Micros 3700 Hard Drive Disposal Process 

1) Receive Micros 3700 hard drive(s) and sign form. 

In conjunction with replacing the MICROS 3700 system, the MICROS installer's tasks include removing 
any hard drives from the MICROS 3700 workstations, completing a log form to identify the hard drives 
removed, then presenting the form and the hard drives to the Property Coach / Manager during 
installation close-out, prior to leaving the hotel. The property manager shall sign the form 
acknowledging receipt of the hard drives. 

2) Render the hard drive(s) unrecoverable. 

Within three days of Step 1 above, the Property Coach / Manager is accountable to ensure that each 
hard drive is rendered unrecoverable in a safe manner. The Engineering department is best tasked to 
complete the work. Recommended equipment includes: Drill, Drill Bit for Metal, Sledge Hammer, 
Safety Goggles and Long Sleeve Shirt. 

• Secure the hard drive to a surface for drilling. 

• Drill a minimum of three holes through different areas of the hard drive. If possible, when 
drilling avoid the label on the hard drive that contains the serial number. The serial number will 
be used to assist with tracking disposal. 

• Firmly apply the sledge hammer to the hard drive. If possible, when hammering avoid the label 
on the hard drive that contains the serial number. The serial number will be used to assist with 
tracking disposal. Note that both drilling (step B) and applying the sledge hammer (step C) are 
necessary to make the drive unrecoverable. 

• Repeat Steps A through C for multiple hard drives. 

3) Sign form to acknowledge the steps above have been performed on each hard drive. 

The same form used to acknowledge receipt of the hard drive(s) shall be retained by the Property 
Coach / Manager to sign and acknowledge that each drive has been made unrecoverable. 

4) Ship unrecoverable hard drive(s) for final disposal. 

An empty, pre-labeled box will be sent to the attention of the hotel's Property Coach assigned to the 
Global POS Replacement Project. The empty box should arrive prior to or around the date for replacing 
Micros 3700. For proper disposal of "hard metals" found in computer equipment, the unrecoverable 
drives shall be placed in the pre-labeled box and shipped no later than one week upon initial receipt 
from the Micros installer. 

5) Fax form 

Upon shipping the hard drives, the Property Coach / Manager is to ensure that the same form signed to 
confirm the drives were made unrecoverable is faxed to the Global POS Replacement Project Team. 
The fax number is 301-644-7530. If the pre-labeled box has not arrived, the Property Coach / Manager 
may contact the hotel's Installation Coordinator or Global.POS@Marriott.com for follow up. 



Note that the vendor to whom the unrecoverable drives will be shipped will log the drives received and 
report to the Global POS Replacement Project Team on final disposal. 
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Instructions for disposal of other hardware can be found on MGS. Search TMC and then select the 
TECHNOLOGY ASSET DISPOSAL MAIN PAGE. Recommended vendors are Arrow Intechra and Oasis 
Environmental Group. 
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Global Point-of-Sale Hard Drive Disposal Acknowledgement Form 



Date: 

MARSHA CODE: 

Property Name: 

Hard drive serial numbers: 



ACKNOWLEDGEMENT OF DRIVES RECEIVED 



I acknowledge that I have received MICROS hard drives from 

Number of drives Name of MICROS Installer 



General Manager's Signature Date received 



Printed Name of General Manager 



ACKNOWLEDGEMENT OF DRIVES DESTROYED AND DISPOSITION 

I acknowledge that I have destroyed and processed MICROS hard drives in accordance 

Number of drives 

with Marriott's Asset Disposal Policy. 

General Manager's Signature Date processed 

Printed Name of General Manager 

PLEASE FAX TO 301-644-7530 
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